University of Houston /a Clear Lake

Human Resources

Temporary Employee Hire Checklist

Action Items for the Hiring Manager:
Provide an offer letter including start date, position title, and salary information.

Rehire: Employed within the last 12 months — only an offer letter is required.
New Hire: New hire paperwork listed below is required.

Action Items required by the prospective Employee:

1.

If not employed within the last 12 months, bring the following forms to HR:
e Employee Data Sheet

e Intellectual Property form

e Network Requirements form

e Foreign National Tax Packet (international student only)

e Primary Language form (Adjuncts only)

e QOutside Activities form (Adjuncts only, if applicable)

e Certification for Retirement Eligibility (Adjuncts only, if applicable)
Complete an Electronic I-9 form

Complete the Background Check

Before performing any work, every new employee must appear in the Office of Human
Resources with the acceptable documentation to complete the I-9.

Action Items required by the eFORM Initiator:

1.

Always search for employees by social security number before entering an ePAR, even if they
have never worked at UHCL. It is imperative that we do not have a duplicate ID for any
employee.

Submit the hire ePAR. The stamped offer letter must be uploaded with the ePAR.

Once the ePAR has been reviewed, approved, and executed, please let the hiring manager and
employee know they have been activated in our payroll system and can begin working.

Onboarding to be completed by the Hiring Manager/Employee:

1.

2.

If the employee is a brand-new hire, they must complete the End User License Agreement
(EULA) to claim their UHCL username and create a password.
This username and password will grant them access to PASS and their work email
account. New employee training notices will be sent to the employee’s work email
address.
Once the employee is on our Payroll, it is required that they set up their direct deposit
information and review the pay schedules.
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https://www.uhcl.edu/human-resources/employment/documents/temp-staff-data-sheet.pdf
https://www.uhcl.edu/human-resources/employment/documents/intellectual-property.pdf
https://www.uhcl.edu/human-resources/employment/documents/uhs-network-requirements.pdf
https://www.uh.edu/human-resources/forms/foreign-national-tax-packet.pdf
https://www.uhcl.edu/human-resources/employment/documents/primary-language.pdf
https://uhsystem.edu/resources/compliance-ethics/_docs/outside-activities-form.pdf
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwww.uhcl.edu%2Fhuman-resources%2Fdocuments%2Fforms%2Ftrs-agency-certification-of-retirement-eligibility-4-14.doc&wdOrigin=BROWSELINK
https://i9-login.hireright.com/Identity/Account/Register?returnUrl=%2Fconnect%2Fauthorize%2Fcallback%3Fclient_id%3D9C38A2CD-DF4E-45C5-81DF-1A5BEF7F8E70%26redirect_uri%3Dhttps%253A%252F%252Fi9-emp.hireright.com%252Fsignin-oidc%26response_type%3Did_token%2520code%26scope%3Dopenid%2520profile%2520offline_access%2520email%2520TAC%2520TAK%2520TUT%26response_mode%3Dform_post%26nonce%3D638750659203108189.YWU2M2NlZmUtMGVkYS00ZWMyLWJmZGEtY2M3ZDMwMDNlYzk1YTAwOTRjY2UtZWFhZS00MDEzLWFmOWQtOWYxZWJmOGU0Yjk4%26TSNDAK%3D2%26TRQURL%3Dhttps%253A%252F%252Fi9-emp.hireright.com%252FUOH009%252Fkiosk%26TSNDUT%3D2%26TSNDC%3D2254%26state%3DCfDJ8IenX3DQOL1BggKBA5zFvyvUGdCuVrofX8aF3h68RZFnu13qOVycu1xrJ44DUmroJHhP7egFKKkyAKc-eAiPjOHnU8HnCmlXNLTjrMij6gtGLqAHa3xM4OqBxz1D08u1sLHz_IjGBqoL4gGcuorAcNHmL6QJkL6ssg7VoOZJSY_2e5tPFXV3SecoH-wiC-5_ez8yP6XyrAZdgfpHoz8YUlGDDw_KHJ9AZUSFhMECcFhL2XqUC1TcG0RQYZOlabkU054rnC6akK5dPcMVFv9wdy4jecj9iqNWNz1tqyEm38YRQrrC_s798bX7n5WvVwtMcg%26x-client-SKU%3DID_NET8_0%26x-client-ver%3D8.0.2.0
https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents
https://profiles.uhcl.edu/EULA
https://profiles.uhcl.edu/EULA
https://www.uhcl.edu/human-resources/payroll/
https://www.uhcl.edu/human-resources/payroll/

	Temporary Employee Hire Checklist
	Action Items for the Hiring Manager:
	Action Items required by the prospective Employee:
	Action Items required by the eFORM Initiator:
	Onboarding to be completed by the Hiring Manager/Employee:




